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Version 2.0 

 
STEP 1 – SELECT ACTIVITY  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

1A. Go to ‘Activities’ 

1B. Select the activity to be updated 



STEP 2 – SELECT ‘CHANGE STATUS’  
 
 

 
 
 
 
 
 

2A. select ‘change status’  



STEP 3 – UPDATE (CHANGE) STATUS 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3A. Select the status. 

 



EXAMPLE ‘APPROVED WITH REMAINING POINTS’  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4B. Save 

.  

 

4A. Record the remaining points. 

 



STEP 3 – CLOSE  
 

5C. Close 

.  

 

5A. In case an activity has 

been approved (with or 

without remaining points):  

upload and link the 

relevant document (as 

evidence) 

 


